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FTEG/NAS INSTRUCTION 7410.1

From: Director, Flight Test and Engineering Group
Commanding Officer, Naval Air station

Subj: TIMEKEEPING AND LABOR DISTRIBUTION PROCEDURES FOR CIVIL
SERVICE EMPLOYEES

Ref: (a) CMMI 610, Hours of Duty
(b} CMMI 630, Absence and Leave
(c) FPM 550, Pay Administration (General)
{d) NAVCOMPT Manual Volume 3
(e) CMMI 751, Appendix A
(f) Fair Labor Standards Act (FLSA) Amendments of 1974
(Public Law 93-259)
(g) NASPAXRIVINST 12610.6E
(h) FPM 630 I.
(i) NATCINST 12630.2B
(j) NASPAXRIVINST 12531.2E
(k) NASPAXRIVINST 12552.5D
(1) FPM 630 Subchapter Sé6

Encl: (1) Examples of Reporting Time, Attendance, Labor
Distribution, Time and Attendance Cards Type 1 and 2
(2) Time and Attendance and Overtime Codes
(3) CMMI 610-S2A, Appendix A, Determining Days on Which
Holiday Benefits Accrue
(4) Work Schedule

1. Purpose. To outline timekeeping and labor distribution
procedures for civil service employees under the provisions of
references (a) through (1). Enclosures (1) through (4) contain
information needed for preparation of weekly time and labor cards.

2. Scope. This instruction applies to NAVAIRWARCENACDIV Patuxent
River, FTEG, NAS, and tenant activities at Patuxent River.

3., Cancellation. NATC Instruction 7410.1G is cancelled.
4. Definitions

a. Administrative Workweek means a period of 7 consecutive
calendar days commencing at 0001 on Sunday and ending at 2400 on

the following Saturday.

b. Alternate Work Schedule is the scheduled number of regular
hours by day.

P
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c. Basic Workweek for full-time employees means the days and
hours within an administrative workweek which make up the
employee’s regularly scheduled 40-hour workweek, See reference

(7).

d. Callback Overtime is unscheduled or occasional overtime
work performed by an employee on a day not scheduled to work or
when required to return to place of employment.

e. Compensatory Time is paid time off from work to compensate
the General Schedule (GS) employee for equal time spent performing
overtime work. :

f. Distribution Code is the subcost center code of the
activity which is used to distribute the time and attendance cards.

g. Employee Identification is the employee’s Social Security
Number plus the five alphanumeric character distribution code to

which the employee is assigned.

h. Environmental Differential is the additional rate of pay
added to Wage Grade (WG) per annum employees pay that has been
authorized for a duty involving unusually severe hazards or
unusually severe working conditions,

i, Exempt Employees - are individuals who are in jobs not
covered by the minimum wage and overtime provisions of reference

(£).

j. Flight Pay is additional pay received by the GS or WG
employee whose duties require flying under hardship conditions.
See references (j) and (k} and enclosure (2) for more specific
information.

k. Hazardous Duty Pay is additional pay received by employees
for irregular or intermittent duty involving hardship or hazardous
conditions. See references (j)} and (X).

1. Holiday Pay is the employee’s rate of basic pay plus
premium pay if entitled at a rate equal to his/her rate of basic
pay for holiday work which is not in excess of 8 hours or is not
overtime work.

m. Hours Code is the code which identifies the type of
regularly scheduled hours normally worked by all employees.

n. Hours Worked includes all the time an employee is required
to be on duty, or on the employer’s premises, or at other
prescribed places of work.




Al 9 193
FTEG/NASENST 7410.1

R

o. Last Hour Code Y indicates that environmental/hazardous
duty was worked during the last regularly scheduled hour of the pay
period. This applies only to ungraded employees. The Last Hour
Code Y is used by the Civilian Pay Technician to ensure that the
Federal Employees Group Life Insurance amount is deducted correctly
from the employee’s annual salary.

. p. Night Differential is premium pay received by GS employees
working from 1800-0600.

g. Nonexempt Employees are individuals in jobs covered by the
minimum wage and overtime provisions of reference (f).

r. Overtime Pay is premium pay received for work in excess of
8 hours per day or 40 hours per week.

s. Qvertime Work means work performed in excess of 8 hours in
a day or in excess of 40 hours in an administrative workweek.

t. Pay Block/Group is a code used by the Payroll Office to
identify which pay clerk has a specific group of pay accounts.

u. Premium Pay is additional compensation for overtime, night,
holiday, environmental, hazardous or Sunday work, and standby duty.

v. Rate of Basic Pay

(1) Wage Employees -~ means the scheduled rate of pay plus
any night shift or environmental differential.

(2) GS Employees = means the rate of pay fixed by law or
administrative action for the position held by an employee before
any deductions and exclusive of additional pay of any kind.

w. Scheduled Overtime Work means overtime work which is
scheduled as part of the regularly scheduled administrative
workweek.

X. Scheduled Rate of Pay means the rate of pay fixed by law
or administrative action for the job held by a WG employee before
any deductions and exclusive of additional pay of any kind.

y. Shift Code is a code which identifies the regularly
scheduled shift normally worked by an ungraded employee.

z. Shift Differential is the additional pay received by WG
employees for work performed on the second (1500-2300) or third
shift (2300-0730), or both.

aa. Standing Job Order Numher is a job order number used at
least 25 percent of the time during a weekly labor reporting
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period. This number is obtained by the payroll clerk from the
work schedule submitted by each supervisor for each of their
employees. A standing job order number submission is not mandatory
and may not apply to all employees.

bb. YSuffered or Permitted" Work means any work performed by
an employee for the benefit of an agency, whether requested or not,
provided the employee’s supervisor knows or has reason to believe
that the work is being performed and has an oppertunity to prevent
the work from being performed.

cc. Sunday Work is work performed during a regularly scheduled
tour of duty within a basic workweek when any part of that work
which is not overtime work is performed on Sunday.

dd. Tour of Duty means the hours of a day (a daily tour of
duty) and the days of an administrative workweek (a weekly tour of
duty) that are scheduled in advance and during which an employee is
required to perform on a regularly recurring basis.

ee. Unscheduled Overtime Work means overtime work which is not
scheduled as a part of the regularly scheduled administrative
workweek.

ff. Work Schedule is a scheduled record stored in the payroll
system. The stored schedule will be used to validate the
employee’s time and attendance that the payroll clerks will enter
from the timecards.

gy. Home leave is leave earned by employees working overseas
in additional to the normal annual leave accrued. This leave
cannot be used until a continuous 24-month tour is completed. It
is earned at the rate of 15 calendar days per year., Usage of this
leave 1s limited to returning to the United States and then
reporting back to the duty station at the end of the leave period.

5. Action. Addressees shall adhere to the following procedures
and guidelines for the time and labor distribution, recording, and
reporting of all civil service employees whose payroll is
administered by the Payroll Section of NAVAIRWARCENACDIV
Comptroller. :

a. Recording Time, Attendance, and Labor Distribution -
Mustering Procedure

(1) Recording in and out entries on the time/labor card
will no longer be necessary unless there is an exception to the
work time. On leave at the beginning of the day, during the day or
at the end of the day, or when overtime/compensatory time is worked
are the only occasions for mustering. See enclosure (1) for an
example. Erroneous entries on time/labor cards will be corrected
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by drawing a 1line through the incorrect entry so as not to
obliterate it, writing in the correct entry and initialing by the
supervisor. Tape or white-out cannot be used on time/labor cards.
If an error is discovered after the timecard has been certified,
a corrected or supplemental card signed by the certifying
official will be submitted. The supervisor, or other supervisory
persconnel cognizant of the employee’s attendance and actual hours
worked, will sign the card to certify that all entries are correct.
Facsimile signatures are not acceptable for such certification.
Supervisors certifying time and labor distribution cards must
work the same shifts as those employees whose time and attendance
they are certifying. Supervisory or acting supervisory personnel
authorized to certify time/labor cards will be designated in
writing and a listing will be forwarded to the Payroll Office. The
listing will include the typed name of the certifying official and
a sample signature. The regular signature is required and should
be legible. Activities will keep this list current and submit a
verification of authorized certifying officials to the payroll
office by 30 June each year.

(2) The applicable job order number, expense account code,
type hour code, and hours will be entered by the supervisor on the
format 2 time and attendance card. See enclosure (1) for entries
required on format 1 time and attendance card.

b. Split Pay Period. When a month ends during a pay period,
three time/labor cards will be prepared for all employees reporting
under the various mustering procedures. If the month ends during
the first week of the pay period, one card will reflect 1labor
charges through the end of the month, another card for the
remainder of the week, and the last card for the remainder of the
second week. In both cases, the combination of the three cards
for full-time employees will total 80 hours of work or leave plus
any overtime worked. If the end of the month terminates on a
Friday of either the first or second week of a pay period,
time/labor cards for employees working on Saturday must be manually
prepared and submitted per paragraph 5i(1).

c. Tardiness and Unavoidable Absence. Administrative excusal
may be granted for periods less than one-half hour, but these
excusals may not be granted in conjunction with annual or sick
leave. If leave is to be charged, the employee will be required to
initial the time/labor card on the column marked "Initials" as
required by reference (d).

d. Authorized and Reporting of Premium Pay

(1) Overtime Pay. This procedure will be followed by all
cost centers without exception.
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(a) Approval. A distinction shall be made between the
approval of the overtime work and the certifying signature on the
time/labor card. Overtime work will be requested by supervisors
and approved by directors, heads of departments, or the
commanding officer for tenant activities on NAVCOMPT Form 2282
(Overtime, Request and Authorization). Full justification must be
entered in the space provided and, except in emergencies and/or
suffered overtime work, the written approval will be in advance
of such work. NAVCOMPT Form 2282 is required regardless of whether
the overtime work was suffered or permitted. Overtime will be
limited to cases of real necessity or where substantial savings can
be clearly demonstrated on an individual basis. The NAVCOMPT Form
2282 1is required for overtime work, travel on a nonwork day,
compensatory time, and holiday work.

(b) Certification

1l Time/labor cards will not be certified and
forwarded to the Payroll Office until authorizations for overtime
are on file within the cost center. Overtime muster entries will
be initialed by the supervisor above the entry, as required by
reference (d), certifying that the original overtime authorization
is on file. This written authorization shall be kept on file in
the respective cost center for a period of ‘4 years to substantiate
the payroll and will be available for audit by personnel of the
Comptroller Office, the General Accounting Office, the Naval Audit
Service, and the FTEG Head, Command Evaluation and Control Office.
Payment for the overtime work will be made from the entries on the
time/labor card as specified in paragraph (c) below. It is
emphasized that the supervisor shall initial all overtime entries

since the payment will not be made_until properly certified.

2 Nonexempt employees performing work outside of
the regularly scheduled work hours must be paid for such work when
this results in the total number of hours worked in the workweek to
exceed 40 hours. If an employee has been directed to not perform
such work, the directive does not prevent overtime from being
paid. However, the employee may then be disciplined for disobeying
a proper order per reference (e). Disciplinary action is the
appropriate means of ensuring that unauthorlzed overtime work is
not performed.

(c) Reporting

1 Entries on the time/labor card for callback
overtime will be made for the time actually worked:; however,
computation will be for a minimum 2 hours of overtime pay under
existing pay laws for callback overtime. See page 14 of enclosure
(1) for example.
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2 Entries must be made in the time and attendance
section and the labor distribution section of the card. Overtime
will be reported in gquarters of an hour. Payments for overtime
will be made from these entries on the basis of the supervisor’s
certification. If the supervisor knows in advance that an employee
will be working overtime after the time/labor cards are normally
submitted to the Payroll Section, a supplemental card will be
submitted to the Payroll Office by 1500 on Mondays following the
reporting period.

(2) overtime While in a Travel Status. Employees traveling
outside regular working hours, who meet the following conditions,
may report such time as overtime:

(a) Exempt Employees may be compensated for regular
overtime when one of these conditions is met and the travel is
ordered and approved:

1 It involves the performance of actual work while
traveling.

2 It 1is incident to travel that involves the
performance of work while traveling.

3 It is carried out under such hazardous and
unusual conditions that travel is inseparable from work.

4 It results from an event which could not be
scheduled or controlled administratively.

(b) Nonexempt Employees. In addition to the above
conditions, persons under the provisions of Fair Labor Standards
Act will be considered to be in a travel overtime status if they
work more than 40 hours a week and one of the following conditions
occur: '

1 Perform work while traveling (including driver
of a vehicle).

2 Travel as a passenger to a temporary duty station
and return during the same day.

3 Travel as a passenger on honwork days during
hours which correspond to their regular working hours. Bona fide
meal periods, normal home-to-work (work-to-home) travel, and time
spent waiting at a common carrier terminal in excess of normal
waiting time are not included in hours worked.

(c) Entries. Certification and reporting entries will
be made as in paragraphs 5d(1)(b) and 5d(1) (c) above. When the
travel is overnight, the card will be supported by a copy of the
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employee’s Travel Claim, Voucher, or Subvoucher (DD-1351-2) as
authorization for the overtime. This form will be kept on file
in the cost center to substantiate the payroll and will be
available for audit by the General Accounting office, the Naval
Audit Service, and FTEG Head, Command Evaluation and Control
Office, and spot-checks by payroll personnel.

(3) All Other Premium Pay. With the exception of holiday
pay, authorization for payment of all other forms of premium pay
will be the supervisor’s entries on the time/labor card using the
applicable codes listed in enclosure (2). Work to be performed on
a_holiday will be approved and justified in the same manner as for
overtime. An employee who is assigned overtime work on a holiday
is paid in the same manner as for overtime work performed on other
days.

e. Authorization for Compensatory Time

(1) Exempt GS employees whose basic rate of pay exceeds the
maximum for GS-10 normally will not be granted compensatory time
Ooff. Exception to this policy can be obtained from Commander/
Deputy Commander, NAVATIRWARCENACDIV; Director/Technical Director,
FTEG; Commanding Officer, NAS; or Commanding Officers of tenant
activities, as appropriate. Directors/technical directors and
department heads are granted overtime approval authority for exempt
GS employees GS-13 and below when personnel are directed to work
outside normal working hours in support of test projects. Exempt
GS employees whose basic rate of pay does not exceed the maximum
for GS-10 may elect overtime pay or compensatory time.

(2) Per diem employees may not earn compensatory time in
lieu of overtime pay.

(3) Compensatory time is earned and can be used in
increments of 15 minutes. Normally, the amount'of compensatory
time an employee may accumulate is 80 hours. However, if the
employee would prefer to continue to accumulate compensatory time
in lieu of overtime, the Commander or Commanding Officer of the
activity may approve exception to this 80-hour accumulation limit.
Unless an exception to the 80-hour carry-over limit has been
authorized, compensatory time in excess of 80 hours will be paid as
overtime,. Normally, the maximum amount of compensatory time an
employee may be permitted to carry over into the next year is 160
hours. Heads of directorates and departments, with prior approval
from Commander, NAVAIRWARCENACDIV, may approve in writing
exceptions to the 160-hour carry-over limit. The use of this
authority should be limited to these situations where an exception
is clearly warranted and in the best interest of the activity.
Unless an option to this 160-hour carry-over 1limit has been
authorized, compensatory time in excess of 160 hours will be paid
as overtime. Ordinarily, an employee’s date of transfer or
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separation will be fixed to include compensatory time, Otherwise,
the employee will be paid for such time based on the rate in effect
at the time the overtime was worked.

(4) No employee can earn compensatory time that would, if
paid overtime, amount to more than the maximum aggregate pay of a
GS-15/7 in a biweekly pay period. The compensatory time reported
is computed at the appropriate overtime rate to determine the
compensatory time that may be earned in that pay period. Any hours
or portions (increments of 15 minutes) of hours over the maximum
computed is lost. Compensatory time may be used in increments of
15 minutes; however; when requesting compensatory time off in
amounts of one-half hour, the employee must ensure a credit balance
of at least one-half hour of compensatory time.

f. Requesting and Reporting Various Types of Leave.
Application for Leave, SF71, will not normally be wused when

requesting leave. Employees are required by reference (d) to
initial the timecard in the column headed "Initials." If leave is
reported for a full 8-hour period by employee using the Type I
timecard, the week/day/type hour and number of hours taken will be
reported. The leave will be initialed. See enclosure (1). Those
employees using the Type II timecard will insert the type-hour code
and number of hours taken in the appropriate blocks and initial the
leave entry. Annual and sick leave can be taken in increments of

one-half hour. When leave is taken _after the time/labor cards are
submitted to the Payroll Section, a corrected time/labor card will

be forwarded to the Payroll Office. See enclosure (1). A leave
slip should not be submitted. The SF71 and other documentation are
required in Payroll in the following instances:

(1) Emergency. Leave was of an emergency nature and the
employee did not have an opportunity to initial the leave entry
prior to submission of card to the Payroll Section.

(2) Sick Leave

{(a) In excess of 3 working days, normally a doctor’s
certificate will be necessary. This information can be provided by
getting the doctor to fill out the applicable portion of the
application for leave (SF71).

(b) Advance gick leave requires a physician’s statement
to be attached to the NDW-NATC 12630/4, Nonroutine Leave Request,
for submission to Payroll.

(3) Military Leave. Application for military leave using
a nonroutine leave request will be submitted in advance to the
department head, via channels, and must be accompanied by an
official copy of orders. A copy of the signed request and orders
will be forwarded to the Payroll Section. Upon return to duty,
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each employee will submit to the Payroll oOffice a certified copy
of orders indicating completion of training. Failure to provide
the above information will result in a charge to annual leave,
leave without pay, or absent without leave as appropriate.

Military leave accrues for an employee at the rate of 15 calendar
days per fiscal year (1 October-30 September) and to the extent
that if it is not used in a fiscal year, it accumulates for use in
the succeeding fiscal year until it totals 15 days at the beginning
of a fiscal year. This gives a full-time employee the potential of
30 days military leave during a fiscal year.

(4) Court Leave/Jury Duty/Witnesgs Service. A true copy of
the summons, or certification of the Clerk of the Court verifying
attendance, will be required and turned into the Payroll Office.

{(5) Home Leave. Leave earned overseas in addition to
normal annual leave accrued,

g. Falsification of Attendance Record. Persons falsifying
attendance records for themselves or other employees are subject to
penalties outlined in reference (e).

h. Employee’s Statement of Earnings and Deductions. On payday
each employee will receive an Employee’s Statement of Earnings and
Deductions (NAVCOMPT Form 906-2(3C) which shows the gross pay for
regular hours, overtime hours, and other types of earnings,
detailed list of deductions, and net pay. Also included on the
statement will be exempt/nonexempt status, the number of annual,
sick, and compensatory hours used to date, and the balance
available for use, including hours of annual to "use or lose."
Restored annual leave is shown on the lower left corner of the
statement. As this is the only statement of leave the employee
will receive, it should be immediately verified and retained. Any
variations should be immediately reconciled with the Payroll
Section.

i. Distribution and Availability of Pickup of Time/Labor

Distribution Cards

(1) Each directorate, department, and tenant activity will
be responsible for the pickup and delivery of all civilian
time/labor cards no later than the first working day following the
end of the reporting period. This will normally be on a Monday of
each week unless it is a split pay period or otherwise notified due
to early paydays, holidays, etc. Timecards are due in Payroll by
0900 on that day.

(2) If an employee requests and is granted leave after the
cards have been submitted, a corrected time/labor card will be
forwarded to the Payroll Office no later than 1000 of the first

10
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workday following the end of the reporting period. See enclosure

(1.

(3) The time/labor cards for overtime will be held at the
activity by the supervisor for proper reporting of time and
attendance and labor charges for the overtime hours. Any overtime
for Friday and Saturday not shown on the weekly timecard will be
reported and approved by preparing a supplemental time/labor card
and submitted under the time schedule in subparagraph 4i(1) so that
the overtime will be paid on a current basis.

(4) The delivery of the completed incoming cards and pickup
of the outgoing time/labor cards for civilians will be the
responsibility of individual activities. FTEG directors, NAS
department heads, and heads of tenant activities will ensure that
time elements as shown for delivery and pickup of time/labor cards
are strictly adhered to. All timecard deliveries and pickups will
be to and from the Civilian Payroll Office, Building 439, Room 1B.

j. Verification of Labor Distribution. Comptroller representa-
tives will periodically visit various subcost centers, unannounced,
to verify that job order entries are made on a current basis and
that entries are related to the job being performed. Comptroller
will advise cognizant FTEG directors and NAS department heads of
any discrepancies.

6. Work Schedule. Under the Defense Civilian Payroll System
(DCPS), each employee must have a work schedule record stored in
the system. The work schedule will contain the employee’s workdays
and shift code (if applicable), scheduled night differential, an
alternate work schedule code, a status code, a standing job order
number, and other pertinent information. This schedule record will
be used to validate the employee’s time and attendance. The
concept of the on-line schedule is very important for the timekeep-
ers and supervisors to understand because the stored work schedule
will reduce the time and effort required for time and attendance
data entry on timecards. It is requested that any schedule change
be reported to the Payroll Office at least 10 days prior to the
effective date of the change in order to give the payroll staff
time to input into DCPS. The DCPS schedule is NOT a timecard!
Supervisors will use the work schedule form to report changes to
current employees’ schedule as well as to report a new hire
employee’s work schedule to the Payroll Office. See enclosure (4)
for specific instructions on preparation of work schedule,

7. eview. Comptroller shall review this instruction annually on
it Inniversary date and revise as necessary.

AT \
_

J. W. DYER! . D. HILL

T
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Examples of Reporting Time, Attendance,
Labor Distribution, Time and Attendance Cards
Type 1 and 2

Enclosure (1)
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Posting environmental exceptions (last hour indicator required)
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Enclosure (1) 2
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Tour split by different Job Order Number (JON) and
Type Hour Codes
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3 Enclosure (1)
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Posting a broken tour with Night Differential

EMPLOYEE ID  leukmAr| AcTuic |
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General Schedule employees do not get night differential pay when

in a leave status for 8 hours or more.

in the night differential column,

night differential which had been inputted into the payroll system
from the work schedule.

Enclosure (1)

If a "1" was not annotated

an employee would be paid the
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Posting a simple overtime excepticn
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Posting simple overtime exception
EMPLOYEE D lBLcApl acTuic | DisT | EMPLOYEE NAME PLY ACT) PERIOD ENﬁfNG SEQ NO
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FTEG/NASINST 7410.1

Tour split by Type Hour Codes and different JON

EMPLOYEE D |aL/GRP] AcTuic | DIST | EMPLOYEE NAME PLT ROT| PERIOD ENDING SEQ NO
236138914 | 110 | 00368 [LF300 | THISYLEWAITE DORALEER 11723785 112
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Tour split by different JON
EMPLOYEEID |BLK/GRP] acTUIC |  oisT | EMPLOYEE NAME FLT ROT| PERIOD ENDING 5EQ NO
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Posting a broken tour
. _EMPLOYEEID |auwGRe| acTuic |  DisT | EMPLOYEE NAME PLY ROT| PERIOD ENDING SEQ NO
155774630 [ 110100368 | LF300 |PRIETTO ANGELA N 11723785 063
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4 hrs Annual Leave Taken
4 hrs defaulted to Standing JON
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Posting exception to JON

EMPLOYEE 1D JBukiGRP] AcTulc | DisT | EMPLOYEE NAME PLT ROT| PERICD ENDING 5EQ NG
269584432 | 110 100368 | LF300 | JEFFERS ELAINE I1/23785 158
5T0 JoN k) pasor ot (S 700~ (530
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Posting a whole tour of duty exception

EMPLOYEE ID _ JBLivGAP] ACTuiC |

osT |

1993

FTEG/NASEINST 7410.1

— e

EMPLOYEE NAME PLT ROT] PERIOD ENDING SEQ NO
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Posting tour of duty exceptions - }law enforcement officer

EMPLOYEE 10 [BuwGAP] acTuic | DiST | EMPLOYEE NAME PLT ROT]  PERIOD ENDING SEQ NO
165274663 _ | 1301 68700 [ LF400 | PRESNELL. ROBERTA I 11/23/85 022
stoson] 6B7006LF4LE s o wohet TS0 - | 530
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Timecard Format 2 for whole pay period (graded employee)

EMPLOYEE ID _ jauweGAP] actuic |  Dist | EMPLOYEE NAME PLT AOT]  PERIOD ENDING SEQ ND

106852349 [110 | 60368 | LF300 | STEWART DONNAMARLE 11/23/85 063
sTosok| QO3686L pesorword] Y700 - 1 5TE

3
SON oé( TUE | WED | THR | FAI | GAT | SUJN | MON | TUE | WED | THA | FRI | SAT
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AG 9 1993
FTEG/NASINST 7410.1

Posting a callback overtime exception

In this example, the employee worked her regular shift on Wednesday
~ 11/20 (week 2, day 4) - but was called back to work at 0215 for
30 minutes. The exact number of hours worked on callback overtime
is posted. When less than 2 hours are posted, the Defense Civilian
Payroll System checks employee entitlements and pays the correct
amount under Title 5 or the Fair Labor Standards Act, whichever is
applicable.

EMPLOYEE 1D |pucorp] actuc | oist | EMPLOYEE NAME PLTROT| PERICOENDING | SEQ MO |
SOBII0O23 T120 10000 { ARIQO | MCGRAW RHONDA & 11/23/85 174
ST0 JoN 100004AK1GL —d JE00 -0 330

UNTMONT TOE TWED T TAR T FAI [ SAT TSUN] (WEDTTHRT FAI

foue ! 8.00 8.0 8,000 8.00[8,000 J | (a0l 8 .00Is 1000
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GRADED i - 1 _‘1 ;7 T ; i L L. - -
ffe | rree o R { 3
£1% | oom| HovRs JOB ORDER NUMBER sulirbe wen | oo - “:l
24l oC - T i-

: - i
]
- 'l I
—t POST ACTUAL TIME WORKED. — M
DCPS WILL CALCULATE THE .
_| TWO HOUR ENTITLEMENT. —_ 11
| 1
, . - aaaf
. oy 1]
' B fil
e t

2 - 1 = 2 £ B =
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FTEG/NASENST 7410.1

When General Schedule employees work scheduled overtime during the
hours of 1800-0600, they are entitled to night differential. Night
differential can only be reported on Format 1.
would need to fill out the top line of Format 1. All labor for
that week would have to be reported on a weekly and daily basis.

EMPLOYEE 1O

lukare| actuic | oist

EMPLOYEE NAME

To report this, you

30653q /IO [ofa) [ATYQe [ JOHNSON RAYMOND L

pLT PERIODENOWNG | SEGNO |
Q03

STD JON

SUN TMONTTUE TWEDTTHH T FAI T SAT TSUN TMONTTOE [V A
s L 1 L 1 1 1 1 1 \L I L . ke "
GRapeoNof | | | T N SN N S N I B N
78 are T vouns JOB ORDER NUMBER EESIERES o]
22l gl & bltoga ! ;i!
2{2|Re | 2 RT62357T : ‘-
23lRe{ 3 | oi/do08 ; g!!
2|3lRe] 5. RT61357T : '
23les | 2 | ATu23577 ! ',ll_
24|RG | 7 hidopa f fui
2|41 RG| 1 RIe2357J ! i
2[0S | ¢ RI62357] ' gﬁh
215 RG' 2z (E[‘)"Ogg. ! !'
2|s|pe | &: RI62357T ! g!;‘i
2lslos | 3 RIe2357F L
red o]  Jooe] Jro}  Jew[ [ao] e fwe[ Jew] Juwj [ew] |
ACT UIC oSt EMPLOYEE NAME i PERCD ENDNG | segmO |
loGYal IATve Ol iaoHnon BAYMOND — g o_an:._
(WEDTYHH] [SAT [ SON 11mr1mas*nnr‘ﬁmn

13 Lo | voues JOB ORDER NUMBER spwhe e | owr l [11F
2elrG | 1 | pidofa. f Ei!
2ie|Re | T | RT62357T 3 l'
2lelos | 4 1RT62357F 2 ,il

: ; f

, ; !! ‘

. ‘ < !ii

= ghil

* - 1

‘ . it
o  Jof Jow] Jwa] Jow[ fae] e[ [w[ Jew] ] Jew] ]

The original preprinted timecard would also have to be returned to
the Payroll Office.
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When an employee takes military leave, such as 2 weeks of active
duty, Format 1 would have to be used.

EXAMPLE: Type Hour Code LM

EMPLOYEE D  JBuxioRPl acTuic | DistT EMPLOYEE NAME LY AOT] PERIOD ENDING BEQ NO
. o - Y eyt
.;EI“ ~73A0 -/ 600
B JOB ORDER NUMBER wjap] = | r uﬁ
i LM g 1 -
2l M| g ! l"g
Halem| ¢ - lil
5l | £ . .
Hiely M| g . .l'
AMem | 4 ! i
; ; i
f I m

;
%]
=]

§
<
L]

red | oo} o] Jow] jme] jmf |w

EMPLOYEEID JuwohrM acTuc | oist | EMPLOVEEE NAME T ROTl  PERIOD ENDING
/ o o HNoM O .
[ 2y =

3TD JON
i WED AT TSURTHORT THE TR 1
TYPRFY L A Y 1 ) T - -l i L . L '
GRADED —1 T I I T M I ; ; ; -
e e T o JOB ORDER NUMBER mfmbel e [ o ||
alijem| g o i
2l M| 7 — l !!
213[LM) ¢ — ' l
Zldlm 2 : '
25[cmM g ' .'u
26l Ml g ' '5’3

i il%

1 .'.'

, I

I ) - I I =

Original preprinted timecard would need to be returned to Payroll
Office also.
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When an employee is injured on the job, LX is the type hour code
used for the day of injury. If the employee is placed on traumatic
leave, timecard Format 1 will have to be used.

EXAMPLE: Injury on the Job and Traumatic Leave

{ _EMPLOVEEID jsuarel acTuic |  Dist EMPLOYEE NAME TRoT] PEROD ENOING | 85O NO |
JQ&E{QQ LAYmont £

oF O 730~
[MONTTOE TWED T THRT PRI T SAT [SONTMONTTUE THRT FAL]

__ TvPE | ouRs JOB ORDER NUMBER bt 1 s I »r “;i
Holge| o T oriofa — l _
REIV--3 X R1p45326 \ H !
LYl RE | /' bidosd , {
4 Re 1 3 | RIo45326 : I' ‘
51Re | ! | Givora ! ':i
el X | 2 : i
el T ) 88 '
o Pl Jow[  Jo] [ [sef w e[ e[ Jo[ Jww] ]

{__EmMPLovee D luvard] acTuic | JpL.T ROT] :Je;n:mm MO
o & 730-1000
AT m TUE W'E'U ;
_ 2 | | wous JOB ORDER NUMBER slop | we o EE;;
AT - N ¢ i
FaL) : .
213 ; L |! ]
Zl4q ! _ ;
4o ’ 5 !'!‘l <
2e 5 : ! 1]
217 ' ‘-{ ! 5 !
] "ﬁ "li
: 5 I
]l loow] Jw] Jas[ Tao[ T e[ e[ o[ Tww] T

The preprinted Format 2 timecard must be returned to the Payroll
Ooffice.

17 Enclosure (1)



P Ln
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When employees work environmental/hazard duty, timecard Format 1

must be used.

EXAMPLE: Employee Worked Aboard a Surface Craft

| EMPLOYEE ID  jeuxsahs :;JTUIC | oisT | > iuu_ovezmi LY :;g:zn ?c;; j
STO AN poa OF _'a_Q—‘goo
[MONT TOE TWEDTTHH ] : [MONTTUE TWEDT THR FAL ]
T:m L L L [ } 1 L } 4 L 1 L i 1
GRADEDND| | | H T N A T T T NI S N -
13| oo | wours JOB ORDER NUMBER syl war | oo - ﬁi
(2] Rt 7. | G i4oga { i)
(13| R : LidoF2 f '
113l1Rs [ 2! T623572J ! I
HdlRe | &' | /osdota ’ H
toul 31 | 4ivora ER ! A1k
IBIRG ] ¢ lyo 23 ! li!
Lslou | 4 Gidosa ! §
Helge e T 4iyosa : l -
fielRe | 2 RIea3576T ‘ "E
: - [!g
ed ol jowe] frof Jsw] e[ e[ fw[ Jew] Ju[ Jea] |

The preprinted Format 2 timecard must be returned to the Payroll

Office.
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FTEG/NASINST 7410.1

Correcting time and attendance card after ca .
rd has been t
the Payroll office. n turned into

| _empioveEin  lmxaRel actuic | oisT | EMPLOYEE NAME PLT ROT]  PERIOD ENDING SEQ NC
| 730 J00vat 1ATAGQ | M CGRAW RHONDA S 112390 Iz
STD JON . las OF — Jie OO
] ?‘WGN"T_E"U "WED [ THR | FH0 | SAT [ SUN | MON | TUE | WED [ THR | FAI | SA
Tom ! o0k £ 'gol E1oo) & £ 00| ! | | 1 | | i 1
Lidaid olRe Q1 AS Ol RaolRe O
GRADED ] 1 |_'_‘ I I 1 ] ) | | __‘I i | ]
JOB ORDER NUMBER o Jweex] SUN MQN TUE |WED: THR | FRI | SAT JiNIT
1) ) s j ) N §gge
L84028% Rl 2] ! H . 4_ i : E i:
1 J : H ; i j H Eiz
L8403 Re {21 I HE R 1
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11 J . | I \ | g gsz- E
21 7 \ i : i HE 3§ 1%
T B e
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ORIG INAL_CARD 2l 1 ]EI;!E
Ped o _ _Joow] _ Jwof " Tew] Jao] ~we]  Juof Jew] Ju] ~ Jeea]
| _empovee o uweRe| acTuc | oisT | EMPLOYEE NAME T ROT| PERIOD ENDING 'SEQ NO
! DA S 11 23[90 75
1 1 [ i 1 i 1 MEE i ! ]
JOB ORDER NUMBER T |*==<[SUN[MON] TUE [WED | THR [_FRI_| SAT [INIT
N R R X
LA[2] V. § N K \
1] i ' Lol ; |
2] ) . ] H \
1] H : o | R
2] H | \ l | ' g
11 M H : R
P2 I R N R R I e ]
1] . ) R ) : |
2l N ¢ 2 Copo .
t{ « H 1 H vl : ]
SVPPLEMENTAL CARD 21 ) i : R R
red ol _ o] Tl Jes] Jee] e[ [ef fe] Ju] Jew[ [
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FTEG/NASEINST 7410.1

Correcting time and attendance card after card has been turned into
the Payroll Office. (continued)

EMPLOYEE ID PERIOD ENDING
2
0
Y © z
3134
JalAe -
3&' %g“— 3
24y -
29 |8 .m
i~ Igté @ =
Sk
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i ‘:ﬁ'él‘ 3
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¥ 8«#‘!
5@5%091 z
AR
X
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FTEG/NASINST 7410.1
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Time and Attendance
and
Oovertime Codes
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FTEG/NASINST 7410.1

TYPE HOUR CCDES
QUICK REFERENCE

CODES:
PAY-TYPE HOURS

RG - REGULAR, (GRADED)

RF - REGULAR, FIRST SHIFT (UNGRADED)

RS - REGULAR, SECOND SHIFT (UNGRADED)
RT - REGULAR, THIRD SHIFT (UNGRADED)

OS5 - OVERTIME, SCHEDULED

OU - OVERTIME, UNSCHEDULED (NOT VALID ON REGULAR DAY OFF)
0X - OVERTIME, UNSCHEDULED EXCEPTION

OC - OVERTIME, CALLBACK

OA - ADDITIONAL FAIR LABOR STANDARDS ACT HOURS

ON -~ OVERTIME SCHEDULED, NOT WORKED - COURT/MILITARY LEAVE

SG - SUNDAY WORK (GRADED)

SF - SUNDAY WORK, FIRST SHIFT (UNGRADED)
SS - SUNDAY WORK, SECOND SHIFT (UNGRADED)
ST - SUNDAY WORK, THIRD SHIFT (UNGRADED)
HG - HOLIDAY WORK (GRADED)

HF - HOLIDAY WORK, FIRST SHIFT (UNGRADED)
HS - HOLIDAY WORK, SECOND SHIFT (UNGRADED)
HT - HOLIDAY WORK, THIRD SHIFT (UNGRADED)
HC - HOLIDAY WORK, CALLBACK

LEAVE HOURS - PAID

LA - ANNUAL
LB - ADVANCED ANNUAL

LC - COURT

LF - FORCED ANNUAL ' :

LG - ADVANCED SICK

LH - HOLIDAY

LI - MILITARY, DC GUARD

LI - SHORE

LK - HOME

LL - LAW ENFORCEMENT

LM - MILITARY

LN -~ ADMINISTRATIVE

LP - ANNUAL, RESTORED #3

LQ - ANNUAL, RESTORED #2

LR - ANNUAL, RESTORED #1

LS - SICK

LT - TRAUMATIC INJURY (COP)

LV - EXCUSED ABSENCE

LX - NONWORK, PAID (DAY OF INJURY/DEATH OR SABBATICAL)

Enclosure (2} 2
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FTEG/NASINST® 7410.1

]\.. i E vl R B

TYPE HOUR CODES
QUICK REFERENCE
(CONTINUED)

CODES:
LEAVE HOURS -~ NONPAID

KA - LWOP

KB - SUSPENSION

KC - AWOL

KD - OFFICE OF WORKER COMPENSATION PROGRAM (OWCP)
KE - FURLOUGH

KF = NONDUTY, WITHIN REGULAR SCHEDULE

KG - MILITARY FURLOUGH (CALLED TO ACTIVE DUTY)

COMPENSATORY HOURS
CC - COMPENSATORY TIME CALLBACK

CE - COMPENSATORY TIME EARNED
CT - COMPENSATORY TIME TAKEN

3 Enclosure (2)
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FTEG/NASINST 7410.1

" R |
. S

: ¥
CODES

Yo
i

DEFINITIONS

PAY-TYPE CODES

REB -

RS -

RT -

os -

ou -

Straight time pay for graded employees exclusive of night
differential hours.

Straight time pay for ungraded employees who work first
shift.

Straight time plus 7.5 percent shift pay for ungraded
employees who work a second shift.

Straight time plus 10 percent shift pay for ungraded
employees who work a third shift.

Straight time pay when a situation precludes receipt of
actual time and attendance. Input via the local holiday
table for all employees in activity, a distribution, or
paid by a payroll office.

Scheduled overtime. Additional work hours scheduled in
advance, as defined in FPM 610. CGraded employees’ night
differential, when appropriate, is payable on scheduled
overtinme,. Ungraded employees’ shift differential
entitlement is determined and set by the system.

Unscheduled overtime on scheduled workday. (Additional
hours of work not scheduled in advance, as defined in FPM
610.) This code is also used to report law enforcement
officers’ additional hours worked for which an annual
premium is paid for administratively uncontrollable hours.
Night differential for graded employees is not payable on
unscheduled overtime. Shift differential entitlement for
ungraded employees is determined and set by the systemn.
This code may not be used on a nonscheduled workday unless
the employee is a firefighter or fire chief. If the
employee is a law enforcement officer or assigned annual
premium for administratively uncontrollable overtime, this
code may be used on any day of any period regardless of
Alternate Work Schedule code.

Unscheduled Overtime Exception. This code is used when a
graded employee’s unscheduled overtime is not to be
converted to compensatory time. This is to allow an
exception to the general rule that unscheduled overtime is
converted to compensatory time for graded employees whose
hourly basic rate exceeds that of a GS-10, step 10 and
compensatory time balance is less than the compensatory
time carry-over hours. This code is also used to report
overtime for employees on an intermittent work schedule.
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Unscheduled Overtime on Nonscheduled Workday/Callback
Overtime. Additional hours of work not scheduled in
advance, as defined in FPM 610, on a day when work was not
scheduled. This code is alsc used to report additional
hours of work for an employee required to return to his
place of work. The actual time worked must be entered to
ensure correct calculation of pay. The system will
determine the difference between the actual time worked on
callback and the 2-hour minimum entitlement under Title 5
and will pay accordingly. The system will determine which
shift is payable to ungraded employees who work overtime
callback.

Additional Fair Labor Standards Act Hours. This code is
used when the hours are considered "hours of work" under
Fair Labor Standards Act only. This includes time spent
traveling during regular hours of work on a nonworkday;
law enforcement officers’ lunch periods; the 8 hours set
aside for eating and sleeping for firefighters who work an
additional shift where the 2/3 rule is applicable (the
other 16 hours payable are reported as OX or OU, whichever
code is applicable.)

Overtime scheduled but not worked. This entitlement
exists when an employee was unable to work scheduled
overtime because of military leave, court leave, traumatic
injury leave, or on date of death.

Sunday pay for full-time graded employees when Sunday is
a regularly scheduled workday during administrative
workweek. fTime and attendance will edit to ensure that
Sunday premium is payable to this employee.

Sunday pay for full-time ungraded first shift employees
when Sunday is a regularly scheduled workday. Time and
attendance will edit to ensure that Sunday premium is
payable to this employee.

Sunday pay, including shift differential, for full-time
ungraded second shift employees when Sunday is a regularly
scheduled workday. Time and attendance will edit to
ensure that Sunday premium is payable to this employee.

Sunday pay, including shift differential, for full-time
ungraded third shift employees when Sunday is a regularly
scheduled workday. Time and attendance will edit to
ensure that Sunday premium is payable to this employee.
Holiday pay for graded employees who work on the holiday.
Holiday pay for ungraded first shift employees who work on
the holiday.

5 Enclosure (2)
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HS

HT

HC

Holiday pay p1u§ shift dirferential for ungraded second
shift employees who work on the holiday.

Holiday pay plus shift differential for ungraded third
shift employees who work on the holiday.

Holiday work callback during regularly scheduled work
hours. The actual time worked must be entered to ensure
correct calculation of pay. The system will determine
the difference between the actual time worked on callback
and the 2-hour minimum entitlement under Title 5 and will
pay accordingly. The system will determine which shift is
payable to ungraded employees who work holiday callback.

NOTE - If an employee is scheduled to work on a Sunday,
which is also the employee’s holiday, the holiday pay-type
code (H) is input in lieu of the Sunday pay-type code(s).
The system will pay both the Sunday and holiday.

Leave Hours - Paid

LA

LB

LC

LF

LG

LI

2

5

Annual Leave. This code can also be used to advance
annual leave, if the activity or distribution has a "3"
set in the blanket 1leave advance indicator of the
distribution record, or if an employee has a preauthorized
advance annual leave amount.

Advanced Annual Leave. This code is used if an activity
has approved advanced annual leave coming in on the
timecard. A "1" is set in the blanket leave advance
indicator of the distribution record.

Court Leave.

Forced Annual Leave. The usage of this code is the sane
as for regular annual leave (Code LA). ‘'This code gives
management the option of distinguishing between annual
leave directed to be taken and annual leave used at the
request of the employee.

Advanced Sick Leave.

Holiday Leave.

DC Guard - Military Leave. For members of the National
Guard of the District of Columbia for all days of parade
or encanmpment,

Shore Leave.

Home Leave.
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>

&

Lo

LS

LT

LV

LX

ORI © ¢
FTEG/NASINST 7410.1

R T R DRI TR

Law Enforcement Leave. C e e

Military Leave.
Administrative Leave.

Restored Annual Leave Account #3. If the employee’s
annual leave balance is insufficient to cover reported
annual leave and restored annual leave accounts #1 and #2
are insufficient, the system will default to this code.
At the end of the leave year, any remaining balance will
be moved to leave code LQ.

Restored Annual Leave Account #2. If the employee’s
annual leave balance 1is insufficient to cover reported
annual leave and restored annual leave account #1 is
insufficient, the system will default to this code. At
the end of the leave year, any remaining balance will be
moved to leave code LR.

Restored Annual Leave Account #1. This is the oldest
account in the employee’s leave record and is the account
that will be defaulted to when the annual leave balance is
insufficient to cover annual leave reported via time and
attendance. At the end of the leave year of forfeiture,
any balance remaining in this account will be forfeited
and cannot be restored again.

Sick Leave. This code can also be use to advance sick
leave if employee has preauthorized amount set in master
employee record and no sick 1leave 1is availilable.
Additionally, if the employee status code is "D" for
extended sick leave, time and attendance will generate
this code. 1If generated, this code can be overridden.

Absence because of traumatic injury covered under the
provisions of continuation of a pay (COP). Do not use on
the day of injury (See LX).

Excused absence on a reqularly scheduled workday such as
excused absence due to tardiness. Employee may be excused
for tardiness under Title 5, but the period excused is not
includable under the Fair Labor Standards Act.

Periods of nonwork which are payable under Title 5 such as
date of death, date of traumatic injury, or sabbatical.
If employee status code eguals "V" for sabbatical leave,
time and attendance will generate this code. If
generated, this code may not be overridden.
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Leave Hours - Nonpaid

KA -

KB -~

KC -

KD -

KG -

Leave Without Pay. If the employee status code equals "K"
or "L" for extended Leave Without Pay, time and attendance
will generate this code. If generated for "L," this code
may not be overridden. If generated for "K," this code
can be overridden.

Suspension. If the employee code equals "“B" for
suspension, time and attendance will generate this code.
If generated, this may not be overridden.

AWOL. Absent Without Leave.

OCWP. Employee is in a nonpay status due to receiving
compensation from the office of worker’s compensation
programs. If employee status code equals "W" for extended
OCWP, time and attendance will generate this code. If
generated, this code may not be overridden. Leave is
accrued per the NAVCOMPT Manual. These nonpay hours are
not included in the nonpay hours used for leave accrual
reduction.

Furlough - Lack of Work. If employee status code equals
"F" for furlough, time and attendance will generate this
code. If generated, this code may not be overridden.

Nonduty Hours during Regularly Scheduled Work Hours. This
code is used primarily for temporary ungraded employees
with a less than 90-day appointment who are absent on a
holiday but are not entitled to holiday leave.

Military Furlough. If employee status code equals "M" for
military furlough, time and attendance will generate this
code. If generated, this code may not be overridden.

Compensatory Hours

cc -

CE -

Compensatory Time Callback. Input the actual time worked.
If less than the 2~hour minimum, the system will calculate
the difference hetween actual time and 2 hours for pay
purposes as applicable and will record 2 hours to the
compensatory time balance.

Compensatory Time Earned.

Compensatory Time Taken.
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CMMI 610-S2A, APPENDIX A, Determining Days on
Which Holiday Benefits Accrue

(To determine days on which holiday benefits accrue to shift
workers who are granted days off in lieu of the calendar Saturday
and Sunday)

A-1.TABLE

a. General. The table below is useful in determining on which
day of the workweek a holiday is observed when the holiday occurs
on 1 of the 2 nonworkdays indicated in Column 1. When there are
more than 2 nonworkdays in the administrative workweek, follow the
instructions and dg not use the table.

b. Instructions for the use of the table. To use the table,
first find the right combination of nonworkdays in Column 1 and

then apply the following:

(1) When a holiday falls on a nonworkday listed under "A,"
Column 1, find the day of the week marked "A" in Column 2. This is
the day on which the holiday benefits are observed.

(2) When a holiday falls on a nonworkday listed under *B,"
Column 1, find the day of the week marked "B" in Column 2. This is
the day on which the holiday benefits are observed.

(3) Holidays falling on the nonworkday indicated in Column

"1-A," with the exception of Sunday, will be observed on the
workday immediately preceding the holiday.
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COLUMN 1
NONWORKDAYS COLUMN 2
A B SUN MON TUE WED THU FRI SAT SUN MON TUE WED THU FRI SAT
SUN-MON B A
MON-TUE
MON-WED
MON-THU

MON-FRI

w B o W
w

MON-SAT A
TUE-WED A B

TUE-THU A B
TUE-FRI A B
TUE-SAT A B

TUE-SUN A B

WED-THU A B
WED-FRI A B
WED-SAT A B

WED-SUN A B

THU-FRI C A B
THU-SAT A B

THU-SUN A B

FRI-SAT A B

FRI-SUN ‘ A B

SAT-SUN A B
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HOW TO PREPARE A WORK SCHEDULE
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HOW TO FILL IN THE WORK SCHEDULE

R e v b ey e T S P T o — o s . — — - ——
o e e = e e o e g i A .  — S W A A s e AR = = —— o —— -

oy o = o —— e P L . = T = S o b S S W . W e o ot = = — —_———— —-————

EFFECTIVE DATE TRA STATUS CODE AWS CODE HOURS OF wORK TO

» = w x & % DAY PFRICD TOUR OF CUTY » +» ¢ ® x =

5UN “ON TUE wED THU 7RI AT SUN PAY
WK 1 (YN
WG SHIFT — - — —
GS NGT DIFF -
WK 2
56 SHIFT __ . . _ _ _
55 NGT DIFF —

STANDING JOB ORDER NUMBER:

SUPERVISOR SIGNATURE DATE SUBMITTED PHONE NUMBER
Ss# Employees Social Security Number
Name Employees Name
Act UIC 00421 for all NIF activities
Non-NIF see below
NADOC 68520 Commissary (NAS) 39229
Commissary (Dahlgren) 63576
UL(NRL) 173 NaAMO 68626
Commissary (Annapolis) 60656
UN(BIS) 63023 NESEA 65980
Hours of Work Employees start time to end time
Dist Cost Center as printed on our current timecards,

SYAO, CRDA, etc.
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Pl ¢ v
FTEG/NASINST 7410.1

; , . -t
0 £ T U

e 8 A — T T - — T — - — - O T — 7y o ok il e . — i —

—————% EFPECTIVE DATE (2=1-9¢  T&A STATUS CODE _A aws cope O HOURS OF WORK 2300 10 C79¢C

“ *% x x x x PAY PERIOD TOUR OF DUTY * x x * x «

SUN 10N TUE WED THU FRI SAT SUN PAY
WK 1 tY/N)
WG SHIFT _ . . _ . o —
GS NGT DIFF ——
WK 2
wG SHIFT - —— _ e —_— — —
75 NGT DIFF —_—

3TANDING JOB ORDER NUMBER:

SUPERVISOR SIGNATURE DATE SUBMITTED PHONE NUMBER

o o e S s S e N R O S 4R S S S W T  — ——  — — — i —

Effective Date The date the new schedule will go into effect.
The EFFECTIVE DATE can be different from the DATE
SUBMITTED.

Active

T&A Status Code A
* P = Pending Separation
*% X = Deceased
*Pending Separation - Use only if the employee is leaving this
Payroll office - not to be used for on base transfer, Strike to

Range Directorate or NESEA to Rotary Wing, etc.

**Death - The effective date of the status change must be the date
of the employee’s death.

AWS Code 0 = Not on AWS
Employee has a standard workweek schedule
which consists of 5 8-hour days, 40 hours
each week, and 80 hours biweekly.
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ZFFECTIVE DATE ThA STATUS CODE \WS coDE .62 HOURS OF WORK 22300 10C 720

< « « * % x paY PERIOD TOUR OF DUTY * = = « & =
FUN MON TUE WED THU FRI SAT SUN PAY

WK 1 {Y/N)
WG SHIFT
GS NGT DIFF

WK 2
"G SHIFT
45 NGT DIFF

STANDING JOB ORDER NUMBER:

SUPERVISOR SIGNATURE DATE SUBMITTED PHONE NUMBER
6 Compressed The employee has a basic work requirement of 80
Work Schedule hours biweekly. The hours in a week can vary,
Type I but the number of regular hours each workday must

be scheduled. This is also known as the 5-4/9
plan. The employee may work 9-hour days during 8
days of the biweekly pay period and an 8-hour day
on the 9th day to complete 80 hours for the pay
period. The 10th day is an off-day.

Example:
WK #1
4 -- 9 HOUR DAYS AND
1 -- 8 HOUR DAY =
44 HOUR WEEK

WK #2
4 -- 9 HOUR DAYS =
36 HOUR WEEK =
80 HOURS BIWEEKLY

8 Compressed The employee has a basic workweek requirement of
Work Schedule 40 hours each week and 80 biweekly. The number
Type II of regular hours each workday must be scheduled.

Four-day work week - The agency/employee
establishes a fixed schedule limited to 4 10-hour
days.

Note: The brief definitions above are for full-time employees.

- Hours of Work Employees normal start time and ending time.
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CFPECTIVE DATE T¥A STATUS CODE AWS CODE HOURS GF WORK T0

<+ x x v v paY PERIOD TQUR OF DUTY * x x * x =

SUN 1ON TUE WED  THU PRI SAT SUN Pat
—_— WK1 g 8 g £ 8 CY/N)
G SHIPT . - - T T
GS NGT DIFF —_
> w2 2 8 8 8 8
WG SHIFT - T T T T
S NGT DIFF

STANDING JOB ORDER NUMBER:

SUPERVISOR SIGNATURE DATE SUBMITTED PHONE NUMBER

- -~ —— - — - - i — 1
Lk = = T P W S T — 4 — — — - — - - — -

Week 1 & 2 Fill in the number of hours the employee works
each day under the day it was worked.

Shift Used only for "Wage Grade" employees
1 = Regular Day Time Hours
2 Second Shift
3 Third shift

i

il
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ZFFECTIVE DATE

IR R

ot = = — i AR e 8 o o ol i
e —_ e — - — e L T —

. ——— Rk ot —— e — —— - — —— - — ——— —_————— ————— —— b —

____ — o = Ak o — e 48— — o — - -

T&A STATUS CODE AWS CODE HOURS OF WORK <300 10 Q730

« * x & ¢ » PAY PERIOD TOUR OF DUTY » = * * =

SUN ON TUE WED THU PRI SAT SUN PAY e
WK 1 . __ R B 8 8 8 X/
WG SHIFT —_ - —_ — _ — —_ r (__
5 NGT DIFF 7 7_ z 1 I
“K 2 — .. 8 a8 8 & 8
«G SHIFT . o . _— . —_ — Y B
5§ NGT DIFF 7 7 2 I _Z_ .
STANDING JOB ORDER NUMBER:
SUPERVISOR SIGNATURE DATE SUBMITTED PHONE NUMBER

-

Sunday Pay

Enclosure (4)
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Payroll will need to know if a General Schedule
employee or a wage grade employee working second
or third shift will be entitled to Sunday premium
pay because of the hours of work scheduled for
Saturday. If saturday’s regularly scheduled tour
of duty hours cross midnight,” the timekeepers
should place a "Y" in the SUNDAY PAY blank(s}.
The "Y" will cue Payroll to enter the indicator
that will permit Sunday premium to be paid. If
there 1is no "Y" on the schedule change, the
enmpleoyee will not automatically receive the
Sunday premium.,
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EFFECTIVE DATE T&A >TATUS CODE AWS CODE HOURS OF WORK I0

* ¥ & « x « pAY PERIOD TOUR OF DUTY * * * x % «

SUN 'ON TUE wED THU FRI SAT SUN PAY
WK 1 LT/N)
WG SHIFT —_ _— — —— — _ ———
GS NGT DIFF -
WK 2
WG SHIFT . —_— _— —— - ——
GS NGT DIFF L
—em—3 STANDING JOB ORDER NUMBER: 714093
SUPERVISOR SIGNATURE DATE SUBMITTED PHONE NUMBER
Standing Job The Defense Civilian Payroll System (DCPS) has the
Order Number capability to store a labor charge code for each

employee. This number identifies which "account"
a specific job, or group of jobs, will be charged
to. In DCPS this number is called the Standing
Job Order Number. This Job Order Number is used
at least 25 percent each week. In some cases
there will be no standing Job Order Numbers. We
recommend that you use a Standing Job Order
Number if at all possible as this will reduce
timecard entries for your staff.
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e o e e i  ——— R = = = 8 P = = = T = = - L . — i = = oy o = = iy = =

P o e o  ——— t o — . i — Y T . R T T M = = e = = = = — - — = R N, E A = — = —— = — A ——— =

SFFECTIVE DATE T84 STATUS CODE AWS CODE HOURS OF WoRK 1500 1o 2330

* = x x & x PAY PERIOD TOUR OF DUTY * x % « = x

SUN  MON  TUE  WED  THU  FRI  SAT SUN PAY
—— CE/N)
WG SHIFT e e
—e———3 G5 NGT DIFF s 5 S 5 &5 _—
WK 2
WG SHIPT — e — ——
———> 5 NGT DIFF - £ &5 5 § &5 ___ —

STANDING JOB ORDER NUMBER:

S5UPERVISOR SIGNATURE DATE SUBMITTED ‘ PHONE NUMBER
Night The night differential hour blanks are
Differential used to show the number of night differential
hours pay per day a General Schedule employee may
be entitled to receive. These hours are

scheduled regular hours to be worked between
1800-0600. The fields are completed when the
employee’s entitlement changes, based on a change
in schedule or transfer to a new activity.
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SFFECTIVE DATE {3-2-90 Taa sTatus cope _A_ .ws cooe _&0 HOURS OF WORK }:’.300 0 07390

= x x & = x PAY PERIOD TOUR OF DUTY = = x = * «

SUN MON TUE wED THU FRI SAT SUN PAY
WK 1 -1 -1 8 ) & (Y/N)
WG SHIPT . o _ _ _ . _
G5 NGT DIFF i 7 vi 7 iy 2 __Y
WK 2 8 £ g g 8
3G SHIPT — e e e —
.3 NGT DIFF 7 i Z A 7 .__Y
STANDING JOB ORDER NUMBER: 714093
[ /- 30=- 90 XAl
SUPERVISOR SIGNATURE DATE SUBMITTED PHONE NUMBPER
Supervisor’s We ask that the supervisor sign the  work
Signature schedule for verification that he has assigned

his/her employee to that shift etc., as he/she
would sign the time employee’s timecard.

Date Submitted The date the form is submitted to the Payroll

Office.

Phone Number The phone number of the supervisor/point of
contact.

Generally Generally, complete the DCPS Work Schedule Change

form to report employee time and attendance
related data changes that would effect any or all
of the following:

a. Effective Date of Change

b. Time and Attendance Status Code

c. Alternate Work Schedule (AWS) Code
d. Hours

e. Shift Code Assigned

f. Night Differential

g. Job Order Number (JON)
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